FILING A
NOTICE OF HEARING
* Click Bankruptcy on the CMECF Man Menu Bar.
* At the Bankruptcy Events screen, click Notices.
* At the Case Number screen, enter your case number.
* Click Next.

The Notice Selection screen appears as shown below.
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* Sdlect the type of notice being filed.
* Click Next.

The Joint Attorney screen appears.
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* If ancther attorney isjoining in the filing, select the box.
* If thisisnot ajoint filing, do not sdlect the box.

* Click Next.
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The Party Selection screen appears.
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Sdlect the party on whose behdf the notice is being filed.

Then click Next.

The PDF Selection screen appears as shown below.
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Y ou need to locate, preview and associate the PDF file with the docket
entry.

Click the Browse button.
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The File Upload screen appears as shown below.

* Click the down arrow to theright of the Files of type fidd as shown

below.
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* In the drop-down box, click on All Files(*.*).

* L ocate the appropriate PDF file.

NOTE: Always preview afile before you associate it
with the docket entry.

* To preview thefile, right dlick thefile.

A drop-down menu similar to the one below will appear.
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* Click Open on the drop-down menu to view thefile.
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The following screen will flash as Adobe Acrobat Reader opens.

* Check the file to confirm that it is the correct one.
* Close Acrobat Reader by clicking the X on the (blue) Adobe Title bar.
Thiswill bring you back to the File Upload window.

* Double click the PDF file or click the Open button as indicated in the
File Upload window below.
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This asociates the PDF file with the docket entry as shown in the
screen below.
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* When thefileis associated, click Next.

The Hearing Infor mation screen gppears as shown below.
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* Enter the Date, Time and Location of the hearing in the appropriate
fidds.

* Inthe Does thisrefer to... box, salect Yes.
* Click Next.

The Category Selection screen appears.
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* Sdect Motion.

*

Click Next.

The next screen displays dl the pending motionsin the case.
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* Sdect the box to the left of the mation to which the notice refers.
* Click Next.

The next screen as shown below will show the schedule records
associated with the docket entry.

NOTE: PAY CAREFUL ATTENTION TO THIS SCREEN!

IT ISVERY IMPORTANT that you de-select the“ Create
Schedule...” box and select the“Motion ...” box.
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* Verify the hearing date, time and location.
* Remove the check from the box next to “ Create schedulerecord ....”
* Select the box next to the motion you're noticing for hearing.

* Click Next.

Notice/Hearing r31502 Page 9.6



NOTE:

The M odify Docket Text screen appears.
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In the Optiond Text box, type “on Mation for ...” to identify the motion
which is the subject of the notice,

Click Next.

The Final Docket Text screen appears.
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Read the docket entry carefully.

Thisisyour last opportunity to make any corrections.

BEFORE thefinal submission of an entry, you may usethe
browser BACK button at any time during a docketing processto
verify or make correctionsto a prior screen.

BEFORE the final submission of an entry, you may cancel or
abort an event at any time during the docketing process by
clicking on another menu option on the CMECF Main Menu
Bar.

If the entry is correct, click Next.
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The Notice of Electronic Filing appears which notice Sates the date
and time of filing and furnishes hyperlinks to the document and docket

sheet . Thisisyour proof that the document wasfiled. Itis
recommended that you print this notice for your records.
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